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Guide for Establishing New Agencies (Including Short-Term Agencies) 


ike Introduction 


1.1 Purpose of Guide 


The purpose of this Guide is to provide information to assist those 
involved in establishing a new department or agency. It does not 
deal with the steps involved in obtaining the authorization of the 
Prime Minister or Parliament to create a new organization. Rather, 
it assumes the existence of such authority and restricts itself to 
outlining the administrative actions necessary to bring the new body 
into operation. 


The Guide relates primarily to the establishment of organizations 
which are departments for purposes of the Financial Administration 
Act (FAA) and which are part of the public service for purposes of 
the Public Service Employment Act (PSEA) and the Public Service 
Staff Relations Act (PSSRA) Schedule I, Part I; i.e. departments and 
other portions of the public service for which the Treasury Board is 
the employer. It may also be used to establish agencies listed in 
Part II of Schedule I of the PSSRA; i.e. separate employers. 


The extent to which the Guide applies to the establishment of a 
short-term agency; i.e. an agency with a short life span specified 
in the legislation establishing the agency or implicit in its 
mandate, depends on the status of the agency in relation to the FAA, 
the PSEA and the PSSRA. If, for example, the short-term agency is 
designated as a department for purposes of the FAA and is added to 
Schedule I, Part I of the PSSRA all aspects of this Guide will 
apply. If, however, the short-term agency is not subject to the 
PSSRA (and therefore not subject to the PSEA) as is the case with 
some short-term agencies, including most Commissions of Inquiry, 
only certain portions are applicable. Therefore a separate section 
concerning the establishment of short-term agencies is included in 
the Guide (see Section 12). 


1.2 Initial Sources of Assistance 


The parent department (where applicable) is likely to be a primary 
source of assistance in a new agency's initial stages. In addition 
the Organization Policy Group, Personnel Policy Branch, Treasury 

Board Secretariat (TBS) will, on request, provide advice and assistance. 


ae Administrative Coordinator 
An administrative coordinator should be designated immediately after 


the decision has been made to establish a new agency. The person 
designated should have experience in financial, personnel and general 


administration in the public service. The nature and volume of the 
administrative activities in an agency's initial stages are usually 
more demanding than those of an established organization. Therefore 
the administrative coordinator is often senior to the administrative 
officer who will be responsible for the on-going administrative 
functions of the agency. 


The services of an administrative coordinator can often be obtained 

by seconding a senior officer from the parent department, another 
department or a central agency. Assistance in selecting a coordinator 
may also be obtained by contacting the Temporary Assignment Program, 
TBS, at 593-7631, Ext. 294 or the Senior Executive Programs Branch, 
Public Service Commission (PSC), at 992-3937. 


Statutory Requirements 


The legislation pursuant to which a new agency is established may 
stipulate a number of statutory requirements. For example, the 
agency may not become a legal entity until the act is proclaimed by 
order in council. Orders in Council may also be required if the new 
agency is to be subject to other legislation such as the FAA and the 
PSSRA. If the establishment of the new agency involves a transfer 
of duties, staff and materiel then a submission to the Governor in 
Council may be required, pursuant to the Public Service Rearrangement 
and Transfer of Duties Act. Submissions under this Act can only be 
made on the recommendation of the Prime Minister; any proposed use 
of this mechanism should therefore be discussed with the Privy 
Council Office, Machinery of Government Directorate (Tel: 996-7751). 


Therefore one of the first activities of a new agency or the parent 
department is to prepare the necessary submissions to the Governor 
in Council. Examples of the types of submission which may have to 
be prepared, in consultation with the appropriate central agency, 
are; 

= designation of appropriate minister; 

= proclamation of the act, if needed; 

= appointments by order in council to the agency; 

= designation of the fiscal year; 

= designation of auditors; 


= amendment of the schedules of the FAA; 


= application of the PSSRA and amendment of its schedules, 
if applicable; 


2 application of the Canada Labour Code, if applicable; 


= application of the PSEA; and 


7 transfer of duties, personnel and materiel pursuant to the 
Public Service Rearrangement and Transfer of Duties Act. 


For advice concerning the drafting of Orders in Council and a copy 
of the manual titled Directives on Submissions to the Governor in 


Council and Statutory Instruments, contact the Office of the Assistant 
Clerk of the Privy Council (Orders in Council) at 992-9659. 


Treasury Board Submissions 


Pursuant to the FAA, departments and agencies are required to seek 
approval of the Treasury Board for authorities relating to the 
financial, personnel and administrative resources before making any 
commitments on these matters. Treasury Board authorities may be 
obtained by making submissions to the Treasury Board. The Submissions 
Manual - Procedures for Making Submissions to the Treasury Board 

and Governor in Council (Cat. No. BT 32-4/1977) describes the procedures 
to be followed in making submissions to the Treasury Board, including 
submissions referred to the Board for recommendation to the Governor 

in Council. 


Obtaining Financial Resources and Person-years 


A submission must be made to Treasury Board for authorization for 
funds and person-years for the fiscal year in which the agency is 
established. The submission should propose: 


= provision in the interim period for a temporary allotment from 
Treasury Board Vote 5 "Contingencies" or approval to request a 
special warrant from the Governor General when Parliament is 
not in session, to cover operating costs of the new agency; 


= approval of the objective, program description and vote wording 
and details of person-years for the proposed organization; 


De authority to include items in the forthcoming supplementary 
estimates and the main estimates to provide for the new agency. 


For the following fiscal year, the agency will need to prepare an 
Operational Plan, a Strategic Overview and an Estimates document as 
described in the Policy and Expenditure Management System Manual. 

This Manual, as well as assistance in planning resources, is available 
from the Estimates Division, Program Branch, TBS at 992-6616. 


The policies and programs of departments and agencies must be formally 
approved by the appropriate Policy Committee of Cabinet. Departments 
submit Operational Plans outlining their resource requirements to 
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undertake approved programs about 12 months before the start of the 
new fiscal year. The forecast must include the cost of maintaining 
the current levels of service. Any expansion of existing activities, 
or new activities to be undertaken, would be submitted to the appro- 
priate Policy Committee by means of a Strategic Overview submission. 
These forecasts of resource requirements are reviewed by Treasury 
Board and the appropriate Policy Committee. TBS prepares recommend- 
ations of resource allocations approved to date for each program for 
review by the Treasury Board and Cabinet Committee on Priorities and 
Planning. 


About eight months before the start of the new fiscal year, depart- 
ments are advised of the allocations approved by Cabinet. Departments 
then develop detailed estimates of their resource requirements for 

the new fiscal year and submit them at the end of October (i.e. six 
months before the start of the fiscal year). Following review and 
approval by Cabinet, the estimates of all departments and agencies 

are printed in the Estimates (commonly called the Blue Book) and are 
presented to Parliament each February. 


To finance unforeseen requirements during the fiscal year, Parliament 
is also asked to authorize additional spending through Supplementary 
Estimates. The first supplementary estimates are usually presented 

to Parliament in November of the fiscal year and the last supplementary 
estimates are presented near the end of the fiscal year. 


The estimates (i.e. main estimates, and supplementary estimates) are 
subdivided into votes, which are the basis upon which Parliament is 
asked to approve the estimates amounts in the appropriation acts. 

The main estimates also include a display of statutory amounts for 
which the required expenditures have already been approved through 
existing legislation. If a copy of the current year's Estimates is 
required for reference it can be purchased from the Canadian Government 
Publishing Centre, DSS Ottawa, KIA 089. Tel: 994-3475. 


Establishing the Organization 
Organization 


For new agencies that are subject to the PSSRA Schedule I, Part I 
Treasury Board approval is required for the establishment of the 
organization. The Organization Policy Group, Personnel Policy 

Branch TBS (593-7631) should be consulted as soon as possible concerning 
the organization of the new agency. Treasury Board submissions are 

also required for all Assistant Deputy Minister (ADM) and other 
assistant deputy head titles; the establishment of an Executive 
Complement (EXC) and Senior Management Group Complement (SMGC). 


Treasury Board's policies on organization and policies to control 
the number of senior personnel in the public service are set out in 


the Personnel Management Manual (PMM) Volume 3, Chapter 1-3. 
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Treasury Board's policy on the use of ADM and other assistant deputy 
head titles is set out in PMM, Volume 3, Chapter 1-4. 


The Organization Policy Group is prepared to act as point of contact 
and coordination between the new agency and other branches of the 
TBS and to assist in the preparation of the necessary submissions to 
the Treasury Board. i 


Classi fiederon 


Pursuant to the Financial Administration Act, TBS is responsible for 
the classification of positions and employees in the public service; 
i.e. those departments and other portions of the public service 
listed in Schedule I, Part I of the PSSRA. Treasury Board's policies 
on classification, including criteria for the delegation of Treasury 


Board's classification authority to departments, are set out in 


VoTamero Chapter <2=2°o0f (che PMN’. 


As a new agency will not usually have classification authority 
delegated to it immediately all classifications must initially be 
carried out by the Treasury Board Secretariat. 


For assistance in writing position descriptions and for other require- 
ments relating to classification contact the following: 


For Management Category positions - Classification Operations 
Management Category Group 
General Personnel 
Management Division 
59327763 


For all other groups and levels = Head, Classification 
Operations Section 
Organization and 
Classification Division 
D99= 7600. Ext. 254 


Obtaining Personnel Resources 
Staffing 


The PSC is responsible for recruitment, selection and appointment in 
accordance with the merit principle for the public service; i.e. 
those departments and other portions of the public service listed in 
Schedule I, Parts I and II of the PSSRA (except where there is 
appointment authority under another Act of Parliament). The PSC is 
also responsible for providing service-wide staff training and 
development programs including language training and testing. 


fhe 


The staffing process involves the following activities: 


= prescribe statements of qualifications in accordance with the 
selection standards; 


= advertise for, or select from inventories, candidates according 
to criteria chosen; 


= constitute selection boards and screen candidates; 
3 select candidates; 

S receive appeals, if any; and 

= make offers and confirm appointments. 


The PSC's staffing authority may be delegated to deputy heads who 
have an adequate number of qualified staffing officers to carry out 
the responsibility. For further information contact the Delegated 
Staffing Advisory Division, PSC at 593-5794. 


As staffing authority is not likely to be delegated to a new agency, 
staffing must initially be carried out by the PSC. 


For assistance and advice contact the following in the Public Service 
Commission: 


= for EX Group and equivalent positions 992=3937 
(Senior Executive Programs Branch) 


= non-executive staffing o9375 511 
(Senior Management Staffing Program) 


S staffing consultation services 996-8999 
(Delegated Staffing Advisory Services) 


= language training 995-6134 
(Language Training Branch) 


= official languages 593-5211 
(Official Languages Directorate) 


= policies and procedures 593-554 
(Senior Management Staffing Program) 


Meeting Immediate Personnel Requirements 


Secondments, and the contracting for the services of individuals to 
achieve prescribed objectives, are the most frequently used methods 
of obtaining personnel on a short-term basis to help the agency 
become established. Contracting for Services - a Manager's Guide 
is available from the Administrative Policy Branch, Treasury Board 
Secretariat at 996-1292. 
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Advice and assistance with the secondment of executives may be 
arranged through the Director General, Senior Executive Programs 
Branch PSC at 992-3937. In addition the Assistant Secretary, 
Organization and Classification, TBS is prepared to provide assist- 
ance in the secondment of executives. 


Support staff should also be seconded, if possible, from the parent 
department during the agency's initial stages. 


See Sections 11.4 and 11.5 of this Guide for information concerning 
contracting for services including the use of temporary help services. 


Special Assignment Pay Plan (SAPP) 


The Special Assignment Pay Plan (SAPP) provides authority for deputy 
heads and heads of agencies to pay persons at their certified level 

for a limited period of time, when their salaries are not consistent 
with the level of duties and responsibilities assigned. Circumstances 
in which SAPP may be used include cases where the duties to be 
performed have not been classified, or are classified at a level 

lower than the level of the employee. (The SAPP authority is not 
applicable to the Management Category (EX and SM Groups) and equivalent 
groups and levels.) 


Before making any SAPP assignments an agency must be allotted a SAPP 
quota by Treasury Board. The SAPP quota is the maximum number of 
persons the agency may assign under the provisions of the SAPP. 


Policies concerning SAPP appear in the Personnel Management Manual 
(PMM) Volume 4, Chapter 21. For interpretation and advice concerning 
SAPP policies and for information on the procedures for obtaining a 
SAPP quota contact the Head, Classification Operations Section, 
Organization and Classification Division, TBS at 593-7631, Ext. 254. 


Interchange Canada Program 


The services of executives from the private sector may be obtained 
through the Interchange Canada program which provides for exchanges 
of personnel between the federal government and the private sector 
as well as provincial governments and academic institutions. For 
further information contact the PSC at 995-1141. 


Temporary Assignment Program (TAP) 


The Temporary Assignment Program (TAP), administered by the Treasury 
Board Secretariat, provides executives and senior officers for a 
specific period. The person-years and senior personnel resources 
(Executive Complement or Senior Management Group Complement) for the 
TAP are provided for by TBS. The client department or agency will 

be required to reimburse TBS for salary costs and provide accommodation. 
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The TAP policy is detailed in the Personnel Management Manual (PMM ) 
Volume 3, Chapter 1-5. Questions in connection with this program 
should be directed to the Director, Organization Policy and TAP, TBS 
at, 593=763deExt 1204. 


Other Personnel Related Requirements 
Terms and Conditions of Employment 


In the case of any portion of the public service of Canada specified 
in Part I of Schedule I of the PSSRA, the Treasury Board as employer, 
negotiates or determines terms and conditions of employment. 


Separate employers; i.e. those portions of the Public Service of 
Canada specified in Part II of Schedule I of the PSSRA, may negotiate 
or determine terms and conditions of employment for their employees. 
However, before negotiating or determining terms and conditions of 
employment consultation with the Treasury Board Secretariat is 
required. 


The General Personnel Management (GPM) Division should be consulted 
before establishing or changing terms and conditions of employment 
for employees who are not subject to collective bargaining. Initial 
contact should be with the Assistant Secretary, GPM Division at 
5932 (7 S35 Eee. W072 


With regard to terms and conditions for employees subject to collec- 
tive bargaining, separate employers must obtain a mandate for their 
negotiators in advance of bargaining. Contact the Assistant Secretary, 
Staff Relations and Compensation Division at 593-7771, Ext. 250. 


Labour Relations 


Labour relations in federal agencies are governed either by the 
Public Service Staff Relations Act (PSSRA) or by the Canada Labour 
Code, Part V (Industrial Relations). Applicability of one or the 
other is either stipulated in the Act establishing the agency or is 
specified by an order in council. If the Act establishing the 
agency is silent on the applicability of either PSSRA or CLC, Part V, 
the agency should seek guidance from the Staff Relations and Compen- 
sation Division of the Treasury Board Secretariat (Tel: 593-7771) 
regarding whether PSSRA should apply. If it is determined that 
PSSRA should apply a draft order in council should be prepared in 
consultation with the Assistant Clerk of the Privy Council, Orders 
in Council at 992-9659. 


Application of the Public Service Superannuation Act 


The status, vis-a-vis the Public Service Superannuation Act, of the 
employees of a department or agency established by statute can be 
determined in the establishing statute. Appropriate wording should 
be developed in consultation with the Pensions Group, TBS. 
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If a department or agency is not established by an Act of Parliament 

or if the establishing statute does not address the pension issue, 

the agency can, if it is an agent of Her Majesty, be added to Schedule A 
of the PSSA by the Treasury Board. A request for this coverage 

should be made to the Pensions Group, TBS, who will prepare the 
necessary submission. 


If the agency is designated as a department for the purposes of the 
FAA it is possible that all pension coverage will be automatic 
without further action by the Treasury Board. 


All questions and requests, in connection with this section should 
be directed to the Head, Pensionable Employment Policies, Pensions 
Group, TBS at 593-7783. 


Insurance Programs Applicable to Federal Employees 


If the new agency is designated as a department for the purposes of 
the FAA and is added to Schedule I, Part I of the PSSRA, the agency 
is automatically subject to Public Service insurance programs such 

as Public Service Management Insurance Plan, Disability Insurance, 

or Group Surgical-Medical Insurance Plan. 


If either of these conditions does not apply, but the agency wishes 
to participate in Public Service insurance plans, it is possible in 
most cases for the Treasury Board of Canada to designate the agency 
for that purpose. Such designation is normally conditional upon the 
agency being subject to the PSSA. For advice in this connection, 
contact the Benefits Group, General Personnel Management Division, 
FG Se 8) at eye 


With regard to the application of the Government Employees Compensation 
Act (GECA), contact the Chief, Injury Compensation Division, Labour 
Canada at 997-2281. This Division can provide advice as to whether, 
given the nature of the agency, GECA coverage would be automatic, 
should be invoked in the establishing statute, or could be effected 

by Order in Council. 


Pay 


The Department of Supply and Services is responsible for administering 
public service pay and for administering superannuation and other 
employee benefit plans. 


To arrange payroll service, which includes deductions for super- 
annuation and other benefits, for employees appointed under the PSEA 
contact the Director, Pay Products and Systems Division, Compensation 
and Payments Services Branch at 997-7454. 
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To arrange for the payment of personnel not appointed under the PSEA 
contact the Director, Financial Products and Systems Division, 
Compensation and Payments Services Branch at 997-5791. 


Equal Employment Opportunities Policies 


It is government policy that the Public Service be as representative 
of the Canadian population as possible and that women, indigenous 
people, the handicapped, other designated groups, as well as both 
official languages communities, have equality of access to jobs and 
opportunity for advancement in the Public Service. 


Treasury Board's equal employment opportunity policies concerning 
designated groups such as indigenous people and the handicapped are 
set out in the PMM. These policies apply to all departments and 
agencies listed in Part I of Schedule I of the PSSRA. 

For further information, interpretation and advice concerning these 
equal employment opportunity policies contact the Assistant Secretary, 
Developmental Personnel Policies and Activities Division, TBS at 
5O3=7183i7 Ext 332: 

One of the objectives of the Official Languages policy is that the 
two official languages communities should have equitable opportuni- 


ties for employment and a career in the Public Service. See Section 9 - 
Official Languages Policy. 


Sources of Additional Information on Personnel Management 


The following manuals and other publications will be of assistance 
in the areas of organization, classification, staffing and other 
personnel related matters: 

Personnel Management Manual 

Personnel Legislation Volume (PMM) 

Pay Administration Volume (PMM) 


Handbook of Classification and Pay Administration in the Public 
Service of Canada 


Classification and Selection Standards 

Public Service Commission Staffing Manual 

Public Service Commission Selection Standards 

Selection Guidelines for Staffing the Management Category 


Collective Agreements and Compensation Plans 
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Appendix "A" provides information on how these and other publica- 
tions referred to in this Guide may be obtained. 


(Qhereuifenteull Languages Policy 


The three objectives of official languages policies and programs 
within the Public Service of Canada are: 


(a) Canadians should be able to communicate with, and to obtain 
services from, the federal institutions of government in the 
official language of their choice, and arrangements should be 
made to this effect wherever there is sufficient demand for it. 


(b) Subject to the previous principle, Canadians of the two official 
language groups should have equitable opportunities for employment 
and a career in the federal institutions of government, and to 
carry out their work in the official language of their choice. 


(c) The two official language groups should participate equitably 
in the federal institutions of government. 


Application 


Official languages policies apply to all departments and other 
portions of the Public Service of Canada as listed in Part I of 
Schedule I of the Public Service Staff Relations Act. They also 
apply to those corporations included in Schedules 'B' and 'C' of the 
Financial Administration Act. 


Corporations included in Schedule 'D' of the Financial Administration 
Act, as well as those agencies not included in any of the above 

lists or schedules, are responsible for taking measures to ensure 
that the provisions of the Official Languages Act are respected and 
that appropriate federal official languages policies are implemented. 


Implementation 


Deputy heads of departments and agencies are responsible for complying 
with the provisions of the Official Languages Act, and for achieving 
the government's official languages objectives within their organi- 
zations. An officer in the agency should be delegated responsibility 
for the official languages function. 


Technical and specialized assistance is available to new agencies 
from the Official Languages Branch of TBS. This branch is respons- 
ible for producing general guidelines and criteria for general 
direction to federal departments and agencies. The director of the 
Operations Division (593-6921, Ext. 313) will help an agency to 
plan, develop and organize its own official languages program. 
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Official Languages in Canada - A Statement of Policies (Circular No. 
1977-46) outlines basic policy concerning official languages and 


gives a consolidated statement of policies for the Public Service. 
Certain policy modifications are issued from time to time, e.g. 
Circular No. 1981-29 - A Statement of Selective Policy Changes. 
These Circulars are available from the Documentation and Reference 
Centre, Official Languages Branch at 593-6921, Ext. 244. 


For interpretion, advice or questions of application contact the 
Official Languages Branch, TBS at 593-6921. 


Financial Management 


Deputy heads of agencies are responsible for the establishment, 
maintenance and operation of systems of financial administration to 
satisfy the requirements of Parliament, central agencies and depart- 
ments (including agencies) as expressed in statutes, regulations and 
other directives. 


The Office of the Comptroller General has issued a Guide on Financial 
Administration for Departments and Agencies in the Government of 

Canada, which identifies the requirements for financial administration 
in departments and agencies, and outlines a course of action for 

deputy heads to follow in discharging their responsibilities in this 
area. A new agency should have a copy. It consolidates and describes 
Treasury Board policy and regulations in the area of financial 
administration. The Guide can be purchased from the Canadian Government 
Publishing Centre, 994-3475. The catalogue number is BT32-5/1979. 


To assist agencies in developing financial systems, the Office of 
the Comptroller General has published a manual entitled Specifi- 
cations for Departmental Systems in the Government of Canada. This 
Manual can be obtained from the Policy Development Branch, Office of 
the Comptroller General - 995-3655. 


The agency's parent department will normally provide financial 
services until the agency becomes fully operational. Advice on 
establishing a financial organization within an agency, or help in 
locating suitable candidates for staffing financial positions, can 
be obtained from the Professional Development Division of the Policy 
Development Branch. (593-5250), Office of the Comptroller General of 
Canada. Enquiries on matters included in the Guide on Financial 
Administration for Departments and Agencies in the Government 

of Canada should also be directed to the Policy Development Branch 
(995-0092). 


Obtaining Goods and Services (Administrative Resources) 
In addition to their responsibility for financial and personnel 


resources deputy heads are responsible for the management of admin- 
istrative resources. There are four classes of administrative 
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resources, each the subject of a volume of the Administrative Policy 
Manual issued by the Administrative Policy Branch of TBS: 


= Real Property 
= Materiel 

= Services 

- Information 


The subjects covered in the Manual are wide-ranging and new agencies 
would benefit from reviewing the entire Table of Contents. It 

includes Treasury Board policies not only on accommodation, goods 

and services, but on special subjects such as government advertising, 
exhibitions, hospitality, commercial practices of government organi- 
zations, to name a few. The Manual also identifies the circumstances 
in which submissions to the Treasury Board on administrative management 
matters are required, and outlines the information required in 

support of such submissions. 


Deputy heads are expected to acquire physical resources with due 
regard to probity and prudence and to use them efficiently and 
effectively. Accordingly, the Administrative Policy Manual contains 
contract policies which govern acquisition, and numerous chapters on 
the entitlement for, and use of, goods and services. Requests for 
copies of the Administrative Policy Manual should be submitted to 
the Planning and Evaluation Division, Administrative Policy Branch, 
TBS at 996-1292. 


Areas which are of general interest are reviewed below. 


Office Accommodation 


Chapter 120 of the Administrative Policy Manual sets out policies 


regarding office accommodation, including the office accommodation 
control standard. The accommodation policies apply to departments 
and agencies in Schedules A and B of the FAA and branches designated 
as departments for purposes of the FAA. 


Requests for accommodation should be directed to the Department of 
Public Works (DPW). Requests for accommodation in the National 
Capital Region should be directed to Project Development, Planning 
and Coordination (DPW) at 992-3004. For accommodation outside the 
National Capital Region contact the Director, Headquarters. Operational 
Services at 998-8249. The Department of Public Works has published 

A Guide to Accommodation Services which may be obtained from the 
Canadian Government Publishing Centre (Catalogue No. W 68-2/1981). 


If the accommodation requirement exceeds the standards set out in 
the policy, or includes any special purpose needs not within the 
limits permitted by the standard, the agency must seek Treasury 
Board approval for the requirement by formal submission. 
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For interpretation of the accommodation policy, inquiries should be 
directed to the Real Property and Accommodation Group, Policy Develop- 
ment and Revision Division, Administrative Policy Branch, Treasury 
Board. 


For questions relating to implementation of the accommodation policy 
or submissions, contact the Real Property and Accommodation Group, 
Implementation and Review Division, of the same branch. 


11.2 Office Furniture and Furnishings 


Chapter 240 of the Administrative Policy Manual outlines policies 


governing the acquisition, use, and disposal of office furniture and 
furnishings. These policies apply to departments and agencies in 
Schedules A and B of the FAA and branches designated as departments 
for purposes of the Act. 


Requests for furniture and furnishings should be -directed to DSS at 
997-5325. For information concerning policies on office furniture 
and furnishings contact the Head, Material Policy, Policy Development 
and Revision Division, Administrative Policy Branch, TBS. 


Ll. 3 OfBice Equipment and Supplies 


Chapter 235 of the Administrative Policy Manual refers to policies 
concerning the acquisition, use, and disposal of office machinery 


and equipment, office stationery, supplies and paper. These policies 
apply to departments and agencies in Schedules A and B of the FAA 
and branches designated as departments for purposes of the Act. 


Requests for office equipment and supplies should be directed to DSS 
at 997-6340. For further information concerning these policies 
contact the Head, Material Policy, Policy Development and Revision 
Division, Administrative Policy Branch, TBS. 


ee: Contracting for Services 


Chapter 312 of the Administrative Policy Manual sets out Treasury 

Board policy on service contracts. The policy includes sections 
addressing (a) employer-employee relationships (b) tasks to be 
performed within the Public Service and tasks which should be contracted 
out (c) fee guidelines and (d) contracting for the services of 
former government officials. 


The policy on contracting for services applies to all departments 
and agencies that are subject to the Government Contract Regulations. 
In general the Government Contract Regulations apply to departments 
and agencies in Schedules A and B of the FAA and branches designated 
as departments for purposes of the Act. The specific exceptions are 
set out in the Regulations which appear as Appendix A of Chapter 310 
of the Administrative Policy Manual. 
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With respect to consultant and professional services it is government 
policy to hire outside consultants or professionals in the following 
circumstances: 


the advice or services sought and the resulting expenditure can 
be justified as necessary to satisfy program requirements; 


the services can be defined adequately to form the basis of a 
contract; 


the services are available at reasonable. cost; and 


their use is consistent with specific government policies. 


11.5 Temporary Help Services 


The services of support staff may be contracted from temporary help 
services. 


It is the policy of the government that the use of temporary help 
services provided under contract be confined to those situations in 
which it is not feasible to assign public servants, that engagements 
be limited to a maximum of eight weeks duration, and that contracts 
are made with companies with which DSS has standing offer agreements. 
DSS (997-7146) will provide, on request, a list of companies, and 
rates and terms and conditions which agencies are to use in the 
engagement of temporary help. 


Chapter 317 of the Administrative Policy Manual describes the govern- 


ment's policies regarding the use of temporary help services provided 
under contract. These policies apply to all departments and agencies 
that are subject to the Government Contract Regulations. In addition 
the policies apply to all other organizations listed in Part I of 
Schedule I of the Public Service Staff Relations Act that are not 
subject to the Government Contract Regulations. 


For interpretation and advice on policies regarding contracting for 
services, including temporary help services, contact the Contracts 
Group, Policy Development and Revision Division, Administrative 
Policy Branch, TBS at 995-6957. Questions relating to submissions 
on these matters should be directed to the Services Group, Policy 
Implementation and Review Division of the same branch at 992-1077. 


Lis6 Lnavel 


Chapter 370 of the Administrative Policy Manual sets out the Treasury 
Board Travel Directives on policy, transportation and accommodation 


standards, allowances and rates and conditions of payment and reimburse- 
ment. These policies apply to Public Service employees and other 
persons travelling on government business except those whose travel 

is governed by other authorities: e.g. 


‘ 


Cabinet ministers, parliamentary secretaries, members of the 
Senate and the House of Commons; 


judges; 


members of the Canadian Forces and the Royal Canadian Mounted 
Police, persons whose travel on official business is governed 
by any Statute, Order in Council, Treasury Board authority or 
contract, which indicates the expenses which may be paid, or in 
respect of whom special regulations have been issued; 


members and employees of "separate employers" within the meaning 
of the Public Service Staff Relations Act. 


Contact the Central Travel Service (DSS) at 993-1661 for travel and 
accommodation reservations. For policy interpretation and advice 
contact the Services Group, Policy Development and Revision Division, 
Administrative Policy Branch, TBS at 995-6166. 


11.7 Relocation 


Chapter 375 of the Administrative Policy Manual sets out the relocation 
policy, including limits for the reimbursement of expenses associated 
with the relocation of an employee from one place of employment to 
another. The Relocation policy applies to departments, agencies and 
corporations listed in Schedules A and B of the FAA, those schedule 

C corporations listed in Part I of Schedule I of the Public Service 
Staff Relations Act, and branches of government designated as depart- 
ments for purposes of the FAA with the exception of Commissions of 
Inquiry. 


11.8 Other Services Available from Common Service and Other Organizations 


Government Telecommunications Agency (GTA) 
Department of Communications (DOC) 
Telephones and telecommunications 996-7964 


Secretary of State (SEC) 
Translation services 997-2018 


Public Archives (ARC) 


Central Registry and Records Management 996-5904 
Public Works (DPW) 
fire protection 998-4617 
maintenance 992-0980 
moving (relocation of offices) 992-3965 
parking 996-2040 
space management 996-7327 
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Department of Justice (JUS) 
Legal services 995-1004 


Supply and Services Canada (DSS) 

The DSS Customer Manual outlines all the goods and services available 
from the department. A copy of this manual may be obtained from DSS 
at 997-3050. 


Some of the most frequently requested goods and services available 
from DSS and the relevant telephone numbers follow: 


Advertising 997-7268 
Audit Services 995-6341 
Central Accounts 997-6830 
Personal Security Clearances 997-5310 
Printing 997-7307 
Public Service Pay 997-7454 
Publications 597-5362 
Relocation 997-5040 
Repair and Maintenance 996-6554 
(office equipment, furniture, etc.) 
Security Clearance OO SLO 
Signs and Exhibits 993-2962 
Stationery (including forms) 997-7194 
Superannuation (DSS) 506-388-6222 
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Guide for Establishing Short-Term Agencies 


Introduction 


The purpose of this section is to provide information to assist in 
the establishment of short-term agencies. (A short-term agency is 
one which has a short life span specified in the legislation estab- 
lishing the agency or implicit in its mandate.) This section supple- 
ments and should be read in conjunction with the preceding sections 
of the Guide. 


The most common short-term agencies are commissions of inquiry 
established pursuant to the Inquiries Act, and the procedures outlined 
here relate primarily to commissions of inquiry. However, many 

aspects of the approach outlined will be applicable to other short-term 
agencies as well. 


The Inquiries Act provides for two different types of commissions: 


Public Inquiries - established by the Governor in Council 
pursuant to Part I of the Inquiries Act to 
inquire into any matter connected with the 
good government of Canada, or the conduct 
of any part of the public business thereof. 


Departmental - established by the minister presiding 
Investigations over any department of the public service 
under the authority of the Governor 
in Council to investigate and report upon 
the state and management of the business, 
or any part of the business of the department, 
and the conduct of any official of the 
department in relation to his or her official 
duties. 


Section 1] of the Inquiries Act provides that commissioners appointed 
under the Act may engage the services of such accountants, engineers, 
technical advisers or other experts, clerks, reporters and assistants 
as they deem necessary or advisable, and also the services of counsel 
to aid and assist the commissioners in the inquiry. 


Establishing a Commission of Inquiry 


i Initial Sources of Assistance 


Until an executive secretary and an administrative officer are 

engaged, the administrative staff of the department of the "designated" 
minister will normally provide all necessary administrative services. 
After the executive secretary or an administrative officer and other 
administrative staff have been engaged by the commission the financial, 
personnel and other specialists of the department of the "designated" 
minister should continue to be utilized as much as possible. 
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Note: The designated minister is the Minister of the Crown 
designated by the Governor in Council as the "appropriate" 
minister for purposes of the Financial Administration Act. 


In addition the Organization Policy Group, TBS is prepared to provide 
assistance in setting up a commission of inquiry including liaison 
and coordination with other areas of TBS. 


es ey Submissions to the Governor in Council 


To establish a commission pursuant to the Inquiries Act an Order in 
Council is issued. This initial Order in Council appoints the 
commissioners, establishes their terms of reference, and authorizes 
the commissioners to do certain things and directs them to do others, 
including the authority to engage the services of such counsel, 
staff and technical advisers as they may require. This initial 
Order usually includes a provision that the staff so engaged will be 
paid "at rates of remuneration and reimbursement to be approved by 
the Treasury Board."" In this connection, the commission or office, 
as the case may be, may choose to specify in the draft order in 
council or to prepare a submission to the Treasury Board seeking 
authority for: 


(a) hiring staff up to certain salary levels; and 


(b) entering into contracts for services up to certain rates and 
amounts that are no greater than those specified in the Government 
Contracts Regulations rather than having to obtain Treasury 
Board approval for each transaction. 


Two supplementary submissions are usually made: 


(1) An Order in Council designating the commission as a "department" 
for the purpose of the Financial Administration Act; and desig- 
nating a Minister of the Crown as the "appropriate Minister" 
under that Act; this Order in Council can be used to formalize 
the name the commission will operate under, if a name has not 
been designated in the original Order in Council appointing the 
commissioners; 


(The responsibility for preparing the order in council lies 
with the Assistant Clerk of the Privy Council (Orders in Council) 
on the request of the Comptroller General.) 


(2) A Treasury Board submission and an attached draft Order in 
Council recommending that the Governor in Council approve the 
honoraria for the commissioners, and the payment of travelling 
and living expenses, (usually on the basis of transportation 
expenses and a non-accountable per diem living allowance). 


12:3 Beecutive Secretary or Executive Director 


The first staff member engaged by the commission should be an executive 
secretary who should proceed to engage the services of an administrative 
officer. 


12.4 Administrative Officer 


The administrative officer should be experienced in government 
operations and familiar with the roles and responsibilities of the 
central agencies and common service departments. A good administra- 
tive officer might be obtained by secondment or other means from the 
public service. 


The Privy Council Office (Special Projects) at 992-9716 may be of 
assistance in identifying individuals with the necessary experience 
to be competent administrative officers. 


After the operations and scope of the commission have been determined 
by the chairman and the other commissioners, the executive secretary 
and the administrative officer should proceed to establish the 
organization, draw up a budget and prepare to recruit staff. 


12.5 Obtaining Financial Resources 


The funds required for the operation of a commission are provided 
from the appropriation of the department of the "designated" minister. 
A budget should be drawn up to cover all financial needs for the 
anticipated life span of the commission. This budget should be 
prepared in consultation with the financial staff of the department 
of the "designated" minister. It must also be determined whether 
the commission can be funded from available funds or whether a 
submission for additional funds is required. If an allottment from 
the Government contingencies (Treasury Board Vote 5) is required as 
an interim measure, this requirement should be discussed with the 
Program Branch of the Treasury Board Secretariat (995-8429). 


It should be noted that commissions of inquiry are not subject to 
Treasury Board's person-year control because they do not come under 
the PSEA, and are not part of the public service for the purposes of 
the PSSRA. 


WAG Obtaining Personnel Resources 


Pursuant to Section 1] of the Inquiries Act, commissions may engage 
their own staff. Staff may be hired directly from outside the 

public service or obtained by secondment or other means from the 

public service. Commissions generally use both approaches in obtaining 
staff. These approaches are outlined below. 
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ih Saiki Engaged from Outside the Public Service 


Commissions may appoint their own employees. The PSC does not have 
appointment authority with respect to commissions of inquiry. 
Similarly the Treasury Board's classification policies and policies 
to control the number of senior personnel do not apply. 


Commissions may also enter into contracts for the services of profes- 
sionals, specialists and experts in accordance with the provisions 

of the Government Contract Regulations and Treasury Board's policies 
on contracting for services. 


In addition a commission may be able to obtain the services of 
senior personnel from Interchange Canada and the Temporary Assignment 
Program through the department of the "designated" minister. 


To obtain the services of legal counsel from the private sector 
consultation with the Department of Justice is required. The Depart- 
ment of Justice has guidelines for the fees to be paid lawyers from 

the private sector. After consultation with the Department of 

Justice, Treasury Board approval of the proposed fees must be requested 
by formal submission. 


52 Terms and Conditions of Employment 

Staff hired by commissions are not public servants for purposes of 
the PSSRA and PSEA. However they are usually afforded the same 
leave, statutory holiday and other non-monetary benefits as public 
servants. 

3 Public Service Superannuation Act 

See Section 8.3 

oe Insurance Programs 

See Section 8.4 

5 Pay 

See Section 8.5 

6 Obtaining the Services of Public Servants 


Experience over the past few years has indicated that managers of 
short-term agencies could benefit from guidelines to help them make 
resourcing decisions as expeditiously as possible within the framework 
of current policy and regulations. 
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Resourcing a short-term agency requires careful planning and an 
understanding of the various alternative methods of staffing that 

are available and appropriate to the types of employee required. As 
important as the actual hiring of employees, is the question of 

where and how they will be placed on the wind-down of the agency. A 
particular method of staffing’may be chosen because it is a quick 

and easy way to obtain staff. However, the implications for. placing 

a public servant within the Public Service afterwards may be unfavourable. 


Managers involved in obtaining human resources for agencies should 
consider alternatives, not only from the point of view of the benefit 
for the agency, but also from the point of view of their attractiveness 
to the prospective employee. For example, an agency may desire the 
services of an experienced public servant and decide to hire such an 
employee by means of a lateral transfer. When the agency is disbanding 
however, it may be difficult to find a suitable position for the 
employee elsewhere, and in which case he/she would be subject to 

being laid-off. This is unlikely to be an incentive to employee to 
accept an appointment with a short-term agency. 


On the other hand, the agency may decide to hire specified period 
(term) employees whose employment would end when the agency folded. 
Although staffing on a "term" basis can be done fairly quickly, it 
may not be an effective method of filling all type of jobs. 


A chapter for inclusion in the PPM is currently being deve loped 
which will address the resourcing of short-term agencies and will 
provide a detailed explanation of various methods and alternatives. 
Questions and queries on this subject can be directed to the PolreLes 
and Procedures Group of the General Personnel Management Division 
(593-7¢@83)- 


WA, 7/ Remuneration and Reimbursement of Staff 


The Order in Council establishing a commission usually includes a 
provision that the staff or contractors engaged by the commissioners 
are to be remunerated and reimbursed at rates to be approved by the 
Treasury Board. Submissions of the following types may therefore be 
required: 


(a) a submission to have public service classifications and rates 
of pay apply to all staff engaged by the commissioners up to a 
specified maximum annual rate. 


(b) a submission to enter into contracts for the services of consul- 


tants at per diem rates and expenses not to exceed the amounts 
specified in the submission. 
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£229 


Submissions regarding staff are usually worded to provide "blanket 
authority" thereby eliminating the need for a large number of individual 
submissions. Blanket authority can also be sought for entering into 
contracts for services up to certain per diem rates and total amounts 
that do not exceed those stipulated in the Government Contract 
Regulations. Individual submissions are required, of course, where 

the commission wishes to make arrangements other than those provided 

for in the "blanket authority". 


It should be noted that while Treasury Board's classification policies 
do not apply to commissions of inquiry, Treasury Board Secretariat 
may request that the duties be reviewed and a comparable public 
service classification established before recommending approval of 

the rate of remuneration proposed. 


Premium Pay 


There is authority, in certain circumstances, whereby a commission 
or other short-term agency may remunerate staff at rates higher than 
the equivalent public service rates of pay. Contact the General 
Personnel Management Division, TBS for further information. 


Offitetal Languages Policy 


The Official Languages policies apply directly to commissions of 
inquiry if they are designated as departments for purposes of the 
Financial Administration Act. However all commissions are responsible 
for taking measures to ensure that the provisions of the Official 
Languages Act are respected, and that appropriate official languages 
policies are implemented. 


For guidance and assistance in the interpretation and implementation 
of official languages policies contact the Official Languages Branch, 
TBS at 593-4847. 


Financial Management 


The financial staff of the department of the designated minister 
will usually provide financial services to a commission and exercise 
financial control. 


Obtaining Goods and Services (Administrative Resources) 


The policies and procedures relating to office accommodation, furniture, 
office equipment and other administrative resources apply to commissions 
of inquiry if they are designated as departments for purposes of the 


Where possible, goods and services should be arranged through the 
administrative services staff of the department of the "designated" 
minister. 
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12.10 Winding Up a Commission 


The Order in Council establishing the commission usually states to 
whom the commissioners are to submit their report, and provides that 
the records of the commission are to be filed with the Dominion 
Archivist. 


A commission as represented by the Commissioners is usually considered 
to be terminated when it has submitted its report. Clean-up services 
by the Secretariat of the Commission may, however, continue for a 
reasonable period. 


An Order in Council submitting the final report of the Commission to 
the Governor General is accepted as making the Commission defunct. 

A copy of this Order should be sent as soon as possible to the 

Policy Development Branch, Office of the Comptroller General for 
updating of the FAA schedules. Where a commission has been added to 
other schedules such as the schedules of the PSSA, or various insurance 
plans, copies of this Order may also be used to advise the appropriate 
organizations of the commission's termination thereby enabling them 

to take any necessary action. The administrative services of the 
department of the designated minister should be contacted for advice 
and assistance in the disposal of accommodation, furniture and other 
materiel. 


= Di 


APPENDIX "A" - LIST OF MANUALS AND OTHER PUBLICATIONS 


PUBLICATION 


A Guide to Accommodation 
Services (Cat. no. W 88-2/1981) 


Administrative Policy Manual 


Classification and Selection 
Standards 


Collective Agreements and 
Compensation Plans 


Contracting for Services 
(A Manager's Guide) 


Directives on Submissions to 
the Governor in Council 
and Statutory Instruments 


DSS Customer Manual 


Estimates 


Guide on Financial Administra- 
tion for Departments and 
Agencies in the Government 
of Canada 


Handbook of Classification 

_and Pay Administration in 
the Public Service of 
Canada 


Official Languages in the 
Public Service of Canada 

- A Statement of Policy (OLB 
Circular No. 1977-46) 


Official Languages Branch 

Circular No. 1981-29 - A 

Statement of Selective Policy 
Changes 


AVAILABLE FROM 


Canadian Government Publishing Centre 


DSS 994-3475 


Administrative Policy Branch 
TBS 996-1292 


Distribution Centre 
TBS 995-2855 


Canadian Government 


Publishing Centre, DSS 994-3475 


Administrative Policy Branch 
TBS 996-1292 


Privy Council Office 
992-9659 
Department of Supply and Services 


997-3050 


Canadian Government 
Publishing Centre, DSS 994-3475 


Canadian Government 
Publishing Centre, DSS 994-3475 


Distribution Centre 
TBS 995-2855 


Official Languages Branch 
TBS 593-6921 EXT 244 


Official Languages Branch 
TBS 593-6921 EXT 244 
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Pay Administration Manual 
(PMM Supplement ) 


Personnel Legislation Supple- 
ment (PMM Supplement ) 


Personnel Management Manual 
(PMM) 


Policy and Expenditure 
Management System Manual 


Public Service Commission 
Selection Standards 


Public Service Commission 
Staffing Manual 


Selection Guidelines for 
Staffing the Management 
Category 


Specifications for Depart- 
mental Systems in the 
Government of Canada 


Submissions Manual - 
Procedures for Making 
Submissions to the 
Treasury Board and 
Governor in Council 
(cat. no. BT 32-4/1977) 


Pay Administration Coordination Section 
TBS 593-7631 EXT 202 


Canadian Government Publishing Centre 
DSS 994-3475 


Canadian Government 
Publishing Centre 
DSS 994-3475 


Estimates Division 
TBS 992-6616 


Canadian Government 
Publishing Centre 
DSS 994-3475 


Policy and Procedures Division 
PSCe 593-5511 


Public Service Commission 
996-9652 


Office of the Comptroller 
General 
995-3655 


Canadian Government Publishing 
Centre 
DSS 994-3475 
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APPENDIX '"'B" - INDEX OF TELEPHONE NUMBERS 


Administrative Policy Manual (TBS Policy) 
Administrative Policy Branch (TBS) 
oe Policy Development and Revision 
Administrative Policy Submissions 
(DSS) Printing Product Centre 
Audit Services (DSS) 


Bureau of Management Consulting (DSS) 
= Financial and Accounting 
zs Management Information Systems 
= Management Science and Economics 
~ Methods and Communications 
= Program Operations 
- Organization and Human Resources 


Canadian Government Exposition Centre (DSS) 
Canadian Government Publishing Centre (DSS) 
Central Accounts (DSS) 
Classification (TBS) 

~ Job Descriptions 
Commissions of Inquiry (see Privy Council 

Office, Commissions) 

Commissioner of Official Languages 
Comptroller General (see Office of) 
Conferences (CICS) 
Consulting (see Bureau of) 
Customer Manual 

- Customer Relations Division (DSS) 
Customer Relations Division (DSS) 


Electronic Data Processing Products Centre (DSS) 


Estimates Division (TBS) 
Exhibits (and Signs) (DSS) 


Federal Identity Program (TBS) 
Fire Commissioner (DPW) 
Forecasts and Estimates (TBS) 
Forms (DSS) 

Furniture and Furnishings (DSS) 
Interchange Canada Program 


Justice, Department of (Legal Services) 


Language Training (PSC) 
Legal Services (Dept. of Justice) 


= 2 = 


996-1292 
995-7590 
992-1838 
995-7803 
997-7268 
995-6341 


996-0951 
996-1392 
996-5420 
996-8445 
996-0531 
996-1485 


99872090 
994-3475 
997-6830 


992-1659 


996-6368 


999523 


994-3050 
99 f=1570 


997-5400 
992-6616 
993-2962 


996-8005 
998-4617 
992-6616 
99757210 
Se ieree 5) 


995-1141 
996-5644 


397-3150 
996-5644 


Maintenance (DPW) 

Management Consulting (see Bureau of) 
Motor Vehicles (DSS) 

Moving (Relocation of Offices, DPW) 


Office Accommodation (DPW) 
Office Equipment and Supplies (DSS) 
Office of the Comptroller General 
ne Policy Development Branch 
“ Professional Development Division 
= Program Evaluation Branch 
= Management Practices Branch 
Official Languages Branch (TBS) 
Orders in Council (see Privy Council Office) 
Organization and Classification Division (TBS) 
Organization and TAP Group (TBS) 


Parking (DPW) 
Pay, Public Service (DSS) 
Payments (Suppliers' Accounts) 
Personnel Management (General) (TBS) 
Personnel Management Manual (Policy) 
Policy and Expenditure Management System Manual 
Printing (DSS) 
Privy Council Office 
= Orders in Council 
= Commissions 
Professional and Special Services Centre 
(DSS) 
Program Branch (TBS) 
Program Divisions 
= External Affairs, Defence, Science 
and Technology, and Environment 
Division 


~ Industry, Transport, Natural Resources, 


Division 

= Social, Employment, Housing and 
Cultural Division 

= General Government Services Division 


Public Service Commission 
2 Executive Staffing 
= Information Centre 
~ Non-executive Staffing 
= Language Training 
~ Manuals and Procedures 
- Official Languages 
= Senior Executive Programs 
bs Senior Management Directorate 
= Staff Development and Training 
> Staffing Consultation Services 
= Delegation Section 
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996-8256 


994-0203 
992-3965 


992-3004 
997-6340 
995-1200 
995-0092 
595-5250 
996-0086 
995-2861 
593-6921 


599-763 | 
593-1631 


996-2040 
997-7454 
997-5240 
eh eet RIE 
SIS" 1189 
992-6616 
9977 30d 


992-9659 
992-9716 


997-7088 
AS AST eo la Wf 


992-1230 
he AAI AS 2 


992-3634 
99570722 


997-3951 
996-5010 
i Ne fear ye 
995-6134 
992-6211 
eh beep a El 
PASS ye 
992-1140 
995-2922 
996-8999 
593-4023 
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Public Service Pay 
Publications (Enquiries) (DSS) 
Publications (Orders) - Publishing Centre (DSS) 


Records Management (Public Archives) 
Repair and Maintenance (DSS) 

= Facilities 

- Furniture 

- Business Machines 
Relocation (DSS) 


Security (DSS) 
= Contracting 
= Personal Clearance 
Senior Executive Programs Branch (PSC) 
Services 
- Private Sector (the Professional 
and Special Services Centre, DSS) 
Signature Cards (DSS) 
Stationery (DSS) 
Submissions 
= Treasury Board 
= Submissions Manual 
- Submissions Control Unit 
= Organization Policy Group 
Superannuation (DSS) 
Suppliers' Accounts 


TAP (Temporary Assignment Program, TBS) 
Telecommunications (GTA) 
= Telephones and Telecommunications 
Temporary Help (support staff) (DSS) 
Translation (SEC) 
Travel (DSS) 
= Central Travel Service 
Treasury Board Secretariat 
= Administrative Policies 
s Classification - Management Category 
- All other Groups 
and Levels 
= Estimates Division 
= Forecasts and Estimates 
= Information 
= Official Languages 
e Organization 
- Program Branch 
= Staff Relations and Compensation 
- Submissions (see Submissions) 


Word Processing (DSS) 


Sos 


997-7454 
907-3002 
994-3475 


996-5904 


992-0980 
996-6554 
996-687 

997-5040 


997-7410 
99 7ea SLO 
9924 o0a1 


997-7088 
997-7194 
997-7194 


996-9329 
996-9529 
39347601 


506-388-6222 


997-5240 
29347631 
996-7964 
997-7 007, 
997-3686 
993-1661 


992-507 4 
993-7783 


593-7631 


995-117 L/ 11 7Z 


995-6141 
593-6921 
590-7631 
996-1172 
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